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JOB DESCRIPTION

	 Job Title:  
	Apprenticeship Compliance Officer

	Grade / Role:
	Professional 2c

	Reports to:  
	Station Commander Recruitment & Apprenticeship Delivery

	Section:  
	Apprenticeship Delivery Team

	Department:
	Recruitment & People Development



	
Job Summary


	Responsible for ensuring that West Midlands Fire Service’s Level 3 Operational Firefighter apprenticeship provision is fully compliant with Department for Education (DfE) and Department for Work and Pensions (DWP) apprenticeship funding rules, Ofsted regulatory requirements, and quality assurance expectations.
Maintain oversight of compliance across the full apprenticeship journey, from recruitment and onboarding through to gateway, end‑point assessment, and achievement. Lead internal quality assurance activity, support audit readiness, identify and mitigate compliance risk, and drive continuous improvement to secure positive outcomes for apprentices and the Service.
Work collaboratively with operational departments, apprenticeship leads, delivery teams, assessors, operational managers, and external stakeholders to embed a strong culture of compliance, consistency, and quality across the Level 3 Operational Firefighter Apprenticeship programme.




	
Responsibilities and Duties


	· Maintain a detailed, up to date knowledge of DfE and DWP apprenticeship funding rules, Apprenticeship Accountability Framework requirements, and associated regulatory guidance, ensuring local policies, procedures, and documentation remain compliant.
· Lead and maintain an effective apprenticeship compliance framework across the WMFS Level 3 Operational Firefighter Apprenticeship programme.
· Oversee accurate and timely evidence collection across the apprentice journey, including eligibility checks, initial assessments, enrolment documentation, individual training plans, progress reviews, gateway readiness, and assessment evidence aligned to the apprenticeship assessment reforms.
· Conduct routine and thematic compliance activities, including learner file audits, sampling plans, data checks, and reviews of off‑the‑job training requirements, identifying and acting upon compliance risks.
· Alongside Finance colleagues, ensure funding claims and financial records are accurate and compliant with funding arrangements.
· Support the development, implementation and monitoring of quality assurance including observation of practice, standardisation and moderation, to ensure consistency and robustness of assessment and evidence practices.
· Ensure that progress reviews, tripartite meetings, and off the job training monitoring are carried out to a consistently high standard.
· Monitor key performance indicators, including progression, retention, achievement, off the job training compliance, and learner and manager satisfaction.
· Oversee the Individual Learning Record (ILR) including data entry, validation, error correction and timely submission.
· Input, maintain and validate data within One File and related portals.
· Analyse performance data and audit findings to identify trends, strengths, and areas for development, and produce associated management reports highlighting compliance status, quality issues, risks and recommended improvement actions.
· Support inspection, audit, and external review activity by ensuring evidence is accessible, accurate, and robust. 
· Act as a source of professional advice and guidance on Level 3 Operational Firefighter Apprenticeship compliance and quality assurance for operational managers, trainers, assessors, and support staff.
· Use feedback from apprentices, managers, and external partners to support service improvement and inform quality training.
· Design and deliver briefings and training sessions on funding rule changes, audit findings, quality expectations, and improvement priorities.
· Support the ongoing development of apprenticeship processes, tools, and documentation to strengthen compliance and quality across the Service.



	
Special Conditions (include any special conditions, for example shift patterns, hours of work, working outdoors etc.)


	
· Postholder may be required to work across WMFS locations and support activity outside of normal office hours when required.





	
Role related knowledge, skills and experience


	
Essential 
· Experience in IQA or similar quality-focused role within apprenticeships or further education.
· Strong knowledge of Ofsted inspection requirements.
· In-depth knowledge of Apprenticeship funding rules, ILR specifications and DfE requirements.
· Experience with the use of Management Information Systems and ePortfolio systems.
· Analytical, numeracy and problem-solving skills.
· Experience of working with complex data sets.
· Strong understanding of data quality.
· Experience in safeguarding, curriculum planning, delivery and quality improvement.
· Experience using data and performance analysis to drive improvement.
· Proficient Office 365 User.


Desirable

· Experience in Functional Skills delivery.
· Awareness of Neurodiversity and Additional Learning Support.
· Curriculum knowledge of Safeguarding, Prevent and British Values.
· Previous involvement in Ofsted inspections.







	
Qualifications


	
Essential

· Teaching, Assessment or IQA qualifications (Level 3)
· English and Maths qualifications at Level 2 or above (or equivalent)


Desirable

· Mental Health First Aider/Awareness.






	
Level of DBS required (eg: Basic, Standard, Enhanced, Enhanced with Barred List)


	
Basic
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